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BACKGROUND
The followi ng are policy and procedures on the acquisition and use of cellular

phones. The purpose of this policy is not to restrict legitimate uses of this
technol ogy, but rather to ensure that it is used appropriately.

POLI CY

The Departnent restricts use of cellular phone service to those business
situations that can be justified as the nost cost-effective alternative, and
which fit at |east one of the following criteria:

) Job responsibilities and travel status require regular
conmuni cati on;

) Security risk is substantially reduced for field assignnents in
hi gh-risk settings or high-risk transportation of clients;

) Emer gency response activities;

) Accomodati on for personnel with physical inpairnments which
severely limt their use of non-accessible public tel ephones.

PROCEDURE FOR STATE PURCHASED CELLULAR TELEPHONES

Requests for cellular phone service require Division Adm nistrator approva
prior to submittal to the Division of Managenent and Technol ogy

Tel ecommuni cations O fice for review and assi stance. Requests will then be
returned to the requesting Division for processing. The Tel ecommuni cations
Ofice will provide assistance and information with the procurenment process.

Al ternatives, which should be considered prior to submtting a cellular
t el ephone request, are:

a. Radi o pagers.
b. Credit cards to be used from public tel ephones.
C. A conbi nation of these two options.

The requesting Division can submit requests for cellular service on an e-nmnai
or nmeno, to the DMI Tel econmuni cations O fice. The request nust include the
fol | ow ng:
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) Li sting of the position nane(s) for which a cellular tel ephone is
bei ng requested, including the organization and | ocati on;

) Description of the circunstances which justify use of a cellular
t el ephone;
) I ndi cation of the appropriate justification criteria being used

REQUI REMENTS FOR STATE- PURCHASED CELLULAR TELEPHONES

1

Cel l ul ar tel ephones must be kept under appropriate nmanagenent contro
and limted to only the highest priority needs.

Cel l ul ar tel ephones shoul d be shared or pool ed whenever possible to
m nimze the nunber of personally assigned units.

Cel l ul ar tel ephones are approved based on job responsibilities and are
assigned to the position, not the individual, and should remain with the
position if turnover occurs.

Personal | y assigned cel lul ar tel ephones nust be recorded on the state-
owned property listing form and returned to the supervisor upon
term nation.

Di vi si ons shoul d purchase cellul ar tel ephones that are portable and
al | ow hands-free use in vehicles. The DHFS Tel econmuni cations Ofice
can assist with equi pnent and service agreenment acquisition.

Use of cellular telephones is restricted to Departnent business. 1In
order to minimze connect charges, business usage should be limted to
only those occasi ons when using pay phones or office-phones is not nore
cost-effective. Personal calls are generally prohibited (Check for

i ndi vidual division policies for exceptions). Divisions are responsible
for nmonitoring cellular tel ephone use of enployes. Upon request,

mont hly cost reports should be shared with the Ofice of

Tel ecommuni cati ons.

Di visions are responsible for entering all pertinent information on each
cellul ar tel ephone purchased into their property managenent system

Di visions are responsible for maintaining a current inventory of
cellul ar phones with the follow ng information:

) Enpl oye nane(s) and nmailing address;
o New cel | ul ar #(s);

° Vendor nane;

) Type of cellul ar phone.

) Account/Billing Information

PROCEDURE FOR EMPLOYE- OMNED CELLULAR TELEPHONES

Di visions may all ow enpl oyes to use their personally owned cellul ar tel ephones
in state-owned vehicles. Only portable cellular tel ephones can be used for
this purpose. Enploye cellular tel ephones may not be attached to or installed
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in any state-owned vehicle.

Divisions may al so all ow enpl oyes to use their personally owned cellul ar
tel ephones in their personal vehicle for state business calls.

The Division Administrator may determne the |limtations and approval process.
This process should take into consideration the higher costs associated with
this.

Nei t her the Departnment nor the State of Wsconsin assunmes any liability for
personal |y owned cellular tel ephones if they are lost, stolen, or damaged in
any way.

Enpl oyes may be reinmbursed for state business calls on their own cellul ar
t el ephones; however, cellul ar access charges are entirely the responsibility
of the enpl oye.

In order to be reinbursed, the followi ng conditions nmust be net:
1. Rei mbur sement requests shoul d be nade on a travel voucher

2. A copy of the detail ed phone bill nust be attached to the
rei mbursenment request. If the cellular provider doesn't provide a
detailed billing, the enploye nust request that they do so in
order to be reinbursed. |If the copy of the bill doesn't list whom
the calls were made to, the enploye will need to provide that
information. This information should include the phone nunber
call ed and the person and/or the agency called. Enployes must be
prepared to justify unusual tel ephone charges when requested.

CONTACT PERSONS

Any questions about the procedure for requesting approval to purchase cellular
t el ephones should be directed to O audette Higgins, DHFS Ofice of
Tel ecommuni cati ons, (608) 267-7299.

Any questions concerning reinbursenment for state business calls on a
personal |y owned cel | ul ar phone should be directed to Harlan O son, BFS —
Accounts Payabl e/ Preaudit Section, (608) 267-9301.



